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A

GETTING STARTED GRoUP

1. Using Internet Explorer, type the URL for eManager (ex. http://simspon.emanager.house.gov ) into
browser.
2. Login using your user name (ex. Homer.Simpson@mail.nouse.gov) and then your password.

* Note: Password is case sensitive but user name is not.

‘€ Signln - Windows Internet Explorer L:JLEI.]m
5\;: - |E‘ vt REPLASTMNAME . emanager . house. gov M "‘ X ;‘Liv?_Search ] p |-
SHE = ; 33

we e [@Slgnln l l @' - dey - |k Page v () Tools v
EY

eManager

Please enter your administrative username and
password below.

User name

Password

™

Cone e Inkernst "i_‘{ 100% -

3. After logging in you should be at this page:

‘& Emanager Admin - Web Site - Windows Internet Explorer um“
6\:} - |g http:f{REPLASTNANME .emanager . house.gov/emanager/Def ault. aspx M‘r X E’LNE Search ) P'
w o IaEmanager Adrmin - Web Site ]7 - B = v ik Page - (0 Tools - ”
[~

22 June 2007 | Legout | Settings

eManager MailRoom  Casework Email List ~ Consfituents Help

Page Admin Issues Neve & Madia E Web Forms

Adfero TCE

Utilize Detailed
Tracking Tools

? and Reports
]
New Targeted Email Tool: Call 202.333.4444 for Free Demo
vl

<] | 1 | EX]

.| Done & nternat R TIi




1.0 PAGE ADMIN GROUP

“Directories" are the main areas of content on your web site. "Pages" are the areas of content within these specific
"Directories." The "Page Admin" area lists all of the pages in the static areas of your web site. Everything in bold is a
section.

The content for each page is made up of components labeled by a bullet icon. From this area, e.Manager allows you
to add new sections, pages, and components, or edit existing ones.

=

1.1 ADDING A SECTION

To add a new section:
1. Click the "Page Admin" link from the e.Manager homepage.
2. Click the "New Directory" from the "Page Admin" homepage tool bar.

‘€ Emanager Admin - Page Admin - Windows Internet Explorer g@
@@ | 2] http:/{REPLASTMAME emanager hause. gaviemanager /Pages{SectionsfSections.aspc || |49 | 5| [Le soarch R~
. — = - »
w o "_',éEmanager Admin - Page Admin I ‘ Yo B f= v mrPage - 0F Togk -
A
25 June 2007 | Logout | Settings
eManager Mail Room  Casework Web Site Email List  Consfituents

Page Admin Issues Neve & Media Events Phatos File= Web Forms.

New Directory

Privacy Policy

New Page |
Privacy Policy Privacy Policy Home Page SECTION PAGE ADD

View Page DETAILS DETAILS COMPONENT
Contact

= Main Text P X E [E |
District

Constituent
ssssssss

Biography

Links

Casework

Kid's Section

Privacy Policy

Schedule a

Meeting
Message
v
<] I | 2l
& ntermet #100% T
QUICK GUIDE
> x A v
A A A

This box moves the component down

This box moves the component up

This box deletes the component

This box edits the component
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You should be at a page that looks like this:

‘E Emanager Admin - New Directory - Windows Internet Explorer L__J[E]ﬂ GROUP
@E‘/ v \g http:j/REPLASTHAME .emanager. house. govfemanager Pages/ Sections/SeckionAdd . aspx. [‘d +/| X :‘.\.’E Zearch Poad
w & (& Emanager Adrin - Mew Directory [_} v B - |=hPage v (G Took - =
25 June 2007 | Logaut | Settings [A]
cManager MailRoom  Casework Emaillist  Constituents  Help

Page Admin Issues Nevs & Media Events Phatos Web Forms

New Directory

Add Section
\ |

New Page

Section hame ||

|
|
Parent Section | Reat - Section [¥]

URL Path H Must not incude spaces.
Description |‘ ‘
Keywords |‘ ‘
Salsct this
box to only =

allow
[authenticated

users to

access this

saction.

o ] a

€ intemat 00% -

1. Type desired name of the section in "Section Name" area. (ex: News)
2. Type desired name of the section directory in "URL Path" area (can be the same as "Section Name").

3. Choose "Parent Section" from drop box (in most cases this will be the "Root - Section" option in order to create a
new section. Selecting an existing section as the parent root will create a new section within the existing section).

4. Fill in the "Section Description" area with a brief description of the desired section.
5. Fill in the "Section Keywords" area.

6. Click the "Submit" button when finished.



1.2 EDITING SECTION INFORMATION A

GROUP

To edit an existing section:
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find desired section you wish to edit from the list on the screen.

= Emanager Admin - Page Admin - Windows Inierne‘l"[xplmer L.JLE_I_]“

g;" le] [l [#2) (3] [uive search el

Fle Edt View Favortes Took Help

W I@Emanager Adrmin - Page Admin [71 - ) - [rPage v (Teols »

5 August 3007 | Lagout | Settings | |2

GManager Consfituents ~ Mail Room  Casework Email List

Page Admin

New Directory

1st 100 Hours

New Page

1st 100 Hours 15t 100 Hours Home Page SECTION PAGE ACD
View Page DETAILS DETAILS COMPONENT

Privacy Policy

Contact

District

Outreach

Constituant
Services

Biography

Links

Casework

Kid's Section

Privacy Policy

Welcome

A m | 2l

& Internest H100%

3. Click on the "Section Details" link next to that section.



e Erhahage'r Admin - Pagé Admin - Winduws'l'hl”e'rne'l'lf'xplo'r'ér L._JLI;I_]“
6\:_;” ‘E' M‘?;.x._hiveSearch - '}3- GROUP

Ele Edit View Favorites Tools Help

o [_réEmanager Admin - Page Admin l_l - o2 - [k Page - G Tools -

8 August 2007 | Lagout | Settings | 4]

Email List

Page Admin Issues News & Media Photos Web Forms

New Directory

1st 100 Hours

New Page E !“_
— = =35z

1st 100 Hours 1st 100 Hours Home Page SECTION PAGE ADD m

View Page DETALLS DETAILS COMPONENT

Privacy Policy N > 4 ==¢&"

Contact

District

Outreach

Constituent

Services L]

Biography

Links

Casework

Kid's Section

Privacy Policy

Welcome

ol | | )

& Internet F100% -

4. Change the desired information within the "Edit Section" form.

/€ Emanager Admin - New Directory - Windows Internet Explorer

6:’1 T |g' M s | %] |Live search

File Edit Wiew Favorites Tools  Help

w & IEEmanager Adrin - New Directary lil [ 0 ~ |::hPage v {F Tools v

Page Admin Issues News & Media Events Photos Web Forms

New Directory

Edit Section

[ |

o be a subfold
Description and
Separate each keyword using a comma. Ex. ti

New Page

elect the paren ction. Otherwise, leave
ed to create "meta ch engine tags.
policy, trucks, federal government budget

Section Name |\1;t 100 Hours

URL Path HLDUhours Must not include spaces.

|
|
Parent Section ‘ Root - Section ‘il

‘The 1st 100 hours
Description

1st 100 hours |

Keywords

Select this

box to only
allow
[Jzuthenticated
users to
sccess this

section.

D ——
N

=1 I | |

li] [ . Ji} / I [ll
& Intermer H100% v

5. Click the "Update" button when finished.




1.3 DELETING A SECTION / ’
GROUP
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find desired section you wish to edit from the list on the screen.

3. Click on the "Section Details" link next to that section.

4. Click the "Delete Section" button at the bottom of the "Edit Section” form to delete the entire section.

@ Emanager Admin - Mew Directory - Windows Internet Explorer
7'C_,'/‘ M |ﬁ, M *2(| X | |Live Search 2~

File Edit ‘ew Favorites Tools  Help

— = »
W I@Emanager Adrmin - Mew Directory l l ﬁ h s - |k Page - () Tools -

Page Admin Issues News B Media Photos Web Forms

New Directory

Edit Section
[ |

New Page

Section Name | [12 100 Hours |

URL Path ||1Ethour; | Must not include spaces.

Parent Section | Root - Section [»]
The 1st 100 hours

Description

1st 100 hours ‘

Keymards

Select this

box to enly W
allow

[ authenticated
users to

access this

section. /\

y 4
&]l 11l \ | B]

——— =
& Internet #I00% v




1.4 ADDING A PAGE
To add a new page:
1. Click on the "Page Admin" link from the e.Manager homepage.

2. Click on the "Add new page" link from the "Page Admin Homepage" tool bar.

'@ Erhanager Admin - Page Admin - Windows Internet Explurér L._]LI;I_]“

m}: - |g, M *3|| % | |Live search 12~
File Edit ‘iew Favorites Tools Help

= = = >
w I@Emanager Admin - Page Admin l I ﬁ ¥ dsh - |- Page - ) Tools ~
B August 2007 | Logout | Settings | [#]

eManager Consfituents  Mail Room  Casework Email List

Page Admin Issues Nevs & Media Photos Web Forms

New Directory

1st 100 Hours

New Page

1st1 ours 1st 100 Hours Home Page SECTION PAGE ADD
View Page DETAILS DETAILS COMPONENT

Privacy Policy

Contact

District

Outreach

Constituent
Services L

Biography

Links

Casework

Kid's Section

Privacy Policy

Welcome

[i] [ i I

NS

€ Internat E100%

3. Fill out the "Add New Page" form.
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@ Emanager Admin - New Page - Windows Internet Explorer L._ILI;I_IE / ’

el B ol GROUP
@\:} - |ﬁ, http:fres2 .emanager  house.govemanager [Pages/SectionsSectionAddPage. aspx M *9 | % | |Live Search | 2|~
File Edit ‘iew Favorites Tools  Help
— = 5 A 2
w o [féEmanager Admin - Mew Page l l ﬁ - B8 s~ |5k Page v G Tools v

3

8 August 2007 | Logout | Settings
Consfituents  Mail Room Casework Web Site Email List

eManager

Page Admin Issues News B Media

Photos Web Forms

New Directory

Add New Page

New Page

Page Information
Drescription and Key
comma. Ex. transpo

rds will be used to create "meta” search engine tags. Separate each keyword using 3
tion policy, trucks, federal government budget

Page Name ||

Page URL || Must not include spaces and must end with Jhtm.

Description ||

|
Diractory [sslect A Section [v]
|

Keywords | |

[il il

[v]
| [

& Internet H100% -

4. Type desired page name in "Page Name" area.
5. Choose desired Section from drop down menu.
6. Type in the desired page URL in the "Page URL Name" area.

7. Fill'in the "Page Description" area with a brief description of the desired page.

8. Fill in the "Page Keywords" area.

9. Click the "Submit" button when finished.

10



1.5 EDITING A PAGE / ’

To edit an existing page:

GROUP

1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find the section the desired page is in from the list on the screen.

a Erhanager Admin - Page Admin - Windaws Internet Explorér L._]LI;I_]“

e el =
5\:' |g' M 4[| X | |Live Search __p

File Edit VYiew Favorites Tools Help

W [@Emanager Admin - Page Admin l_l - o - [} Pags - G Tooks - i

8 August 2007 | Logout | Settings | [#]

CManager Consfituents  Mail Room  Casework Email List

Page Admin Issues Nevs & Media Photos Web Forms

New Directory

1st 100 Hours

New Page

1st 100 Hours 1st 100 Hours Home Page SECTION PAGE ADD
View Page CETAILS DETAILS COMPONENT

Privacy Policy
Contact
District
Qutreach

Constituent
Services

Biography
Links
Casework
Kid's Section

Privacy Policy

[i] (i 1l | ll

€ Internet H100% v

3. Click on the "Page Details" link next to that section.
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/€ Emanager Admin - Page Admin - Windows Internet Explorer L:JLDJK‘

@\;, - ‘E M ‘7_: X |LweSsarch |PV'

Eile Edit “iew Favorites Tools Help

e I@Emanager Adrin - Page Admin 17} M- s - [ Page + {0 Tools +

8 August 2007 | Logout | Settings [1]

Help

eManager Consfituents  Mail Room  Casework

Page Admin Issues Nevs B Media Photos Web Forms

New Directory

1st 100 Hours

New Page

P

1st 100 Hours 1st 100 Hours Home Page SECTION PAGE ADD
View Page DETAILS DETAILS MPONENT

Privacy Policy NS >

Contact

District

Outreach

Constituent
Services

Biography

Links

Casawork

Kid's Section

Privacy Policy

Welcome

<l | | (3]

€ Internst 0% T

4. Change the desired information within the "Edit Page" form.

@ Emanager Admin - New Page - Windows Internet Explorer ==

6:.7' |g' Mf‘?- | x ;LweSearch a |p-

File Edt View Favorites Tools Help

T:} e [@Emanager Adrnin - Mew Page I_I ﬁ - B @ & E}Eage = Q ool

IE

8 August 2007 | Logaut | Settings

eManager Constituents  Mail Room  Casework Email List Help

Page Admin Issues News B Media Photos Web Forms

New Directory

Edit Page

Page Information

ption and K will be used ate "meta" search engine tags. Separate each keyword using a
comma. Ex. transportation policy, truc ederal government budget

New Page

Page Name Il].st 100 Hours ]
Diractory [2t 100 Hours [+] L

Page URL IldeFault‘aspx | Must not include spaces and must end with .htm.
|Tha 1st 100 hours |

Description

1st 100 hours |
Keyvords

lil 1l ] m

& Intemet LRI

5. Click "update" button when finished.
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1.6 DELETING AN EXISTING PAGE
1. Follow steps 1-3 for editing an existing page.
2. Click on the "Page Details" link next to that section.

3. Click "Delete Page" button at the bottom of the page.

'rg Erhanager Admin - New Pége - Windows lnternét'lixpinrer

5;." ‘E, http:,l’p’rcsz.emanagar‘house.gow‘emanagarp’Pages,l’Sectlons;’Sact\onAddPaga.aspx?EdltM:"? % | |Live search

File Edit Wiew Favorites Tools  Help

i} 4% [ '_(,&Emanagar Admin - Mew Page l l

ﬁ ~ B @ v |:2"Page ~ -@Tgols S

B

& August 2007 | Logout | Settings |
eManager Consfituents  Mail Room  Casework il Li

Email List

Page Admin Issues Nevs & Madia

Photos Web Forms

New Directory

Edit Page

New Page

Page Information

Description and Ke ds will be used to
omma. Ex. transportation policy,

ate "meta" ch engine tags. Separate each keyword using a
trucks, federal government budget

Page Nama ||Federa| Job Pestings ]
Directary [ constituent Services [»] —
Page URL ||Jobpostmgs.htm | Must net include spaces and must and with .htm.
Constituants often contact my office | &
Description | inguiring sbout job opportunities
federal job cpportunities |
Keywords

aSSS—
y

[v]
[(_] {1} 1 [L]

& Internet 0%

13




1.7 ADDING/EDITING CONTENT ON PAGE OR SECTION HOMEPAGE

1. Click on the "Page Admin" link from the e.Manager homepage.

2. Find desired section from list on screen you wish to add/edit a component to.

.5 Emanager Admin - Page Admin - Windows Internet Explorer

%v |E‘ M'&? X :L\VESEarEh

File Edit View Favorites Tools Help

ﬂ‘? e I E Emanaget Admin - Page Admin l I

-8 = - |2 Page v (0 Tools - i

CManager Consfituents  Mail Room  Casework Email List

Page Admin Issues Nevs B Media o Web Forms

New Directory

Biograph

New Page el e

1st 100 Hours Biography Home Page SECTION PAGE ADD
View Page DETAILS DETAILS COMPONENT

Privacy Policy

Contact

District

Outreach

Constituent

s
Biography s

Links

Casework

Kid's Section

Privacy Policy

Welcome

‘i] [ 1}

@ Inkernek

+ 100%

3. Click on "Add Component" link next to desired section.

14
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E Emanager Admin - Page Admin - Windows Internet Explorer

GROUP

&)~ B ] [#2][ ] [uive search

File Edit Wiew Favorites Tools  Help

& ‘ﬁ [@Emanager Admin - Page Admin l_l @ 5 m @ 3 @Eage - @Tguls -
eManager Constituents ~ Mail Room  Casework Email List Help la)

Page Admin Issues News & Media v Photos Web Forms

New Directory

Biography

New Page

e

1st 100 Hours Biography Home Page SECTION PAGE ADD
View Page DETAILS DETAILS COMPONENT

Privacy Policy

Contact

District

Outreach

Constituent
Services

Biography —

Links

Casework

Kid's Section

Privacy Policy

Welcome

m | 1Ll ] ‘i]

€ Internat 0w <

4. Choose component type to be added from "Add Component" drop down box.
-"'E Emanager Admin - Add Component - Windows Internet Explorer u@w
[28

o B

Fie Edit ‘Wiew Favorites Tools Help

w [eEmanager Adrin - Add Component l l @ B @ v |i:h Page v \@- Tools =
8 August 2007 | Logout | Settings w

eMaﬂager Constituents MailRoom  Casework Email List

Home » web Site » Page &dmin » New Page » Add Component

Page Admin Issues Nevs B Media Photos Web Forms

MNew Directory

Add Component

New Page

Component Type

Type r Externzl Link M

ST

Internal Link
Header :
Text

4

&] 11} ] m

€ Internet F 00 v

[v]

15



1.8 COMPONENTS A

External Link: To add a link to the page outside the website
Internal Link: To add a link to the page within the website
Header: To add a header above text

Text: To add a text box for desired text

GROUP

5. Click "Submit" button at bottom of the page.

€ Emanager Admin - Add Component - Windows Internet Explorer L.JLE[_]W

@:\:}' |E‘ M:‘?.”X ?_‘-iveSearch . P'

File Edi ‘ew Favorites Tools  Help

— = _ - »
w & ['ﬁEmanager fidmin - Add Companent ] ‘ f - B o= ov |rPage - (0 Took -
3 August 2007 | Logout | Settings m
eManager Consfituents  MailRoom  Casework Web Site Email List
Page Admin Issues Nevs & Media Web Forms 3
New Directory
Add Component
New Page
Component Type b ]
Type | External Link M
—
[l
<] M | (2]

€ Internet Hims -
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2.0 ISSUES / ’

The "Issues" area is a way to manage the different aspects of your pre-built "Issues" section. For example, if you
wanted to add a Social Security category to your Issues section, you would do so by using the "Issues" feature of
e.Manager.

GROUP

21 ADDING AN ISSUE
To add a new Issue:
1. Click the "Issues" link from the e.Manager homepage.

2. Click the "Add Issues" link from the "Issues" homepage tool bar.

-
/€ Emanager Admin - lssues - Windows Internet Explorer [._]Ll;l_]ﬁ
@@ - |g, http:/frcs2.emanager. house. gav/emanager/Pages/Catagories|Issues aspx M"? X | |Live Search L~
File Edit ‘iew Favorites Tools Help
W [@Emanager Adrnin - Issues l ‘ ﬁ - B8 Eé! y I-._QfEage - -.@' Tools - i
8 August 2007 | Logaut | Settings | [
eManager Constituents ~ Mail Room  Casework Email List Help
Pa Issues
Issuas ,
Add Issue Issues 3
Name Description Actions
"Operation Iragi Freedom” Inzert text here... 5 (% (A [w
Agriculture Insert text hera... > (X [A][v
Education Reform Insert text here... > X) AV
Faith-Based Organizaticns Insert text here... > (X (A |V
Health Care Insert text here... > X [A v
Homeland Security Insert text here... >||X) AV
Medicare Insert text here... > X [A ¥ Ll
Retirement Security Insert text here... > X [A |V
Second Amendment Insert text here... > (XA |V
Tax Relief Insert text here... ... > [X (A (Vv
Trade Insert text here... > [X (A Vv
Transportation Insert text here... > (X (A (V¥
Veterans' Affairs Insert text here... >/ [X|[Alv
War on Terror Insert text here... 5| (x| (Al (v
Water Quality Insert text here... s (% [Al[w
v/
<] | 1 (2]
& Tnternet HI00% v

3. Fill out the "Add Issue" form.

17



?.é Emanager Admin - Add Issue - Windows Internet Explorer _4J - |2 m

@; = |§‘ EJ f"? [] '!.ive Search p

File  Edit Wiew Favorites Tools Help

Issues News B Madia Web Forms

Issues

Add Issue

Add Issue

Issue Details

Issue Name || |

Title | |

Description | |

“© g4 om e
B I U A~|

# 4 G

N\

< J (2

i:f abe [@Emanager Admin - Add Issue l_l @ * B @ = @Eage - @Tgols s
eManager Constituents  Mail Room  Casework Email List Help ]

[v]

Dane & Internet H100% <

4. Type desired issue name in the "Issue Name" area.

5. Type brief description of the desired issue in the "Issue Description" area.
6. Type an issue title in the “Title" area.

7. Type an issue description in the "Description” area.

8. Click the "Submit" button when finished.

18
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22 EDIT AN EXISTING ISSUE

GROUP

1. Click on the "Issues" link from the e.Manager homepage.

2. Select desired issue to edit.

(— - - -
/€ Emanager Admin - Issues - Windows Internet Explorer L._JLI_:l_]m

5@ - |g, http:/frcs2 .emanager. house. gav/emanager/Pages/Catagories|Issues aspx M"f“ X | |Live Search Foard

File Edit View Favorites Tools Help

W ['_reEmanager Admin - Issues l_} B~ B @ - [heage » G Took -

la]

8 August 2007 | Logout | Settings

eManager Consfituents  Mail Room  Casework Email List Help

Issues Nevs & Media Events Photos Web Forms
Issues
Add Issue Issues 3
Description | . .
< "Operation Iraqi Freedom" Inzert text here.., ><{.—q~——r"""-_ Click this
BE: Insert text here... 5 (X [A]lv button to
Education Reform Insert text here... > (X [Al|v edit the
Faith-Based Organizations Insert text here... 5 (X (A]lv
Health Care Insert text here... > (X [Al|v |Ssue you
Homeland Security Insert text here... > (X [A](v seIeCted'
Medicare Insert text here... > |X|[A]lv L
Retirement Security Insert text here... > (X (A (V¥
Second Amendment Insert text here... > X [A v
Tax Reliaf Insert text hera... ... 5 (X [A]lv
Trade Insert text here... 5 (% [A][v
Transportation Insert text here... s (x| [A][w
Veterans' Affairs Insert text here... > (X [Al|v
War on Terror Insert text here... > | XA |V
Water Quality Insert text here... > (X AV
(v
<] | Im 2]
€ Internet | 100% <
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You should be on a page that looks like this if you just clicked the “Edit” button:

‘€ Emanager Admin - Add Issue - Windows Internet Explorer 1 | - .0 w
@:;/ i |g. b’_l ‘? '.x.‘ E!_i\r'e Search“ ,O -
File Edit Wew Favorites Tools Help
— = = = »
Sx e [@Emanager Adrin - Add Issue l l @ = f v sk Page = () Tools +
eManager Constituents  Mail Room Casework Web Site Email List Help
Page Admin Issues News & Media " Photos Web Forms
Issues
Edit Issue
Add Issue
Issue Name ”"Operation Iragi Freedom" |
Title "'Operation Iragi Freedom” |
‘"Operation Iraqi Freedom" |
Diescription
= W RN,
B I U A-| == A8
Insert text here... 1
TYPE DESIRED MATERIAL IN HERE
# < 4
T —
™
<] J ()
€ Internet 00 T

4. Edit desired material.

5. Click the "Update" button.

20
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2.3 DELETING AN EXISTING ISSUE
1. Click on the "Issues" link from the e.Manager homepage.

2. Select desired Issue to delete.

fa - - —
/€ Emanager Admin - Issues - Windows Internet Explorer

5@ - |g, http:/frcs2 .emanager. house. gav/emanager/Pages/Catagories|Issues aspx

M"f [ %] |Live search

File Edit View Favorites Tools Help

ﬁ '{% [ @ Emanager &dmin - Issues l }

B - B o v [hpage s @Tack e T

Issues Nevs & Media Photas

8 August 2007 | Logout | Settings.
Consfituents  Mail Room Casework Web Site Email List Help

Web Forms

Issues

Issues

Add Issue

Description
Insert text here...

Q

"Operation Iragi Freedom”
AT — Insert text here...
Education Reform Insert text here...
Faith-Based Organizations Insert text here...
Health Care Insert text here...
Homeland Security Insert text here...
Medicare Insert text here...
Retirement Security Insert text here...
Second Amendment Insert text here...
Tax Relief Insert text here... ...
Trade Insert text here...

Transportation Insert text here...
Veterans' Affairs Insert text here...
War on Terror Insert text here...

Water Quality Insert text here...

x

L N D L A e D s s N e s e R
b Rt e R e e R e R e Rt L
=== == > [>|[>=|>] > |>]| =] |>
<0 P Pl <) i <] il <] P <] i) 1<) 1] [ i<

m | {11}

S

\
\

[

A

Click this
button to
delete the
Issue you
selected.

e Internet

H100% -

3. Select desired "Issue" to delete.

4. Click the "Delete Selected" button.

21
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3.0 NEWS & MEDIA / ’

The "Documents" feature allows you to add text and upload documents to the News Center.

GROUP

Added documents are stored in the "Documents” area for easy access and organization. From here, you may choose
to publish documents to the website, feature them as the main story on the News Center, save them for later use
without publishing them directly to the site, or delete them entirely.

‘€ Emanager Admin - Documents - Windows Internet Explorer HLI_:I_JW

@;f' |ﬁ, M"? | % ;_LiveSearch .'_}J -
File Edit Wiew Favorites Tools Help

— - - - »
e [{éEmanager admin - Documents l l @ - B e v ook Page v () Tools -
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3.1 ADDING A DOCUMENT TYPE / ’
GROUP
Before a document can be added, it must have a document type to be filed under

1. Click the "News & Media" link from the e.Manager homepage.

2. Click the "Add Document Type" link from the "News & Media Home" tool bar.

.
€ Emanager Admin - Documents - Windows Internet Explorer L.JLE_[_JE
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3. Type desired document type name in the "Document Type Name" area.

M
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4. Type desired document type description in the “Description” area.

5. Click the "Submit" button when finished.

***The “Hide from Public” feature is not available for our Congressional Clients***
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'€ Emanager Admin - Add Document Type - Windows Internet Explorer
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3.2 ADDING/EDITING DOCUMENTS / ’

GROUP

1. Click the "News & Media" link from the e.Manager home page.

2. Click the "Add Document” link from the "News & Media" toolbar.
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3. Fill out the "Add Document" form.
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4. Select a document type from the "Document Type" drop down box.
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5. Type desired date.

>

6. Type desired dateline.

J

7. Type desired headline.

IIII‘
[

il

.
Ay

8. Type desired administration headline (can be a shorter version of the headline used for easier organization within
the "News & Media" area).

;
il

9. Type desired sub-headline if needed.

10. Fill in the summary section with a brief summary of the document that will appear on the News Center area.

11. Type in or paste text of desired document.

La,

12. Choose an Issue or multiple Issues that your text is related to.

13. Chose an Associate File and Associate Photo to go with the text.
14. Type in contact person for story, including name, number and email (optional).

15. Click the "Submit" button when finished.
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MULTIMEDIA / ’%FO
GROUP

The "Multimedia " area allows you to add multimedia to your website. These media files are stored in the
"Multimedia Administration" area for easy access and organization.

3.3  ADD/EDIT MULTIMEDIA

|!|
1

1. Multimedia files must first be uploaded as "File" (see "File" instructions).

!

2. After uploaded in the "File" area, click on the "News and Media" link from the e.Manager homepage.

3. Click on the "Add Media" link.

-
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4. Fill out the "Add Media" form.
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5. Type desired headline.
6. Type a summary.

7. Type body text.

8. Type desired date.

9. Select a thumbnail.

10. Click on the "Add Media" link.
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7/
11. Click “Edit” under Media Links.
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You should be at a page that looks like this:
GROUP

‘€ Emanager Admin - Add Media Link - Windows Internet Expldrer L._‘Ll;ﬂm
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12. Select a Media Type from the "Media Type" drop down box.

13. Select a Media Format from the “Media Format” drop down box.
14. Select Bandwidth from the “Bandwidth” drop down box.

15. Select an uploaded file under the “File” box

16. Click "Update" button when finished.
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You should be at a page that looks like this:

GROUP
— S
‘€ Emanager Admin - Add Media - Windows Internet Explorer L._]E]m
@ L& |E, http:,l’,l’rcsZ.emanager‘house.gov,l’emanager,l’Pages,l’MuItimedia,l’MuItimediaAdd.aspx?EditM "f‘ X E.Live Search }3-

File Edit Wiew Favorites Tools  Help

w & [gglvl@. Cases: Home ~ Salesforce - .., l (& Emanager Admin - Add M.., X l l - fh - |-k Page v (0 Took v
&)
Documents W
Edit Media
Add Document
L 1
Document
Add Document Media Type |Testing [il
Type Headline ||Test|ng Madia |
Media summary  |[Testing |
Test
Add Media
Media Types
Add Media
Type
Bady |
RSS Fead
Date [o2/08/2007

New York City
New York
Water
Flowers
Sunset
Mountains

Thumbnail FLOWER

Media Links | add oo o

Bandwidth
Edit Delete Audio (File) Irag Video Low

[v]
<] " B

Done @ Internet F100% -

17. Click “Update” when finished.
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You will then be at a page that looks like this:
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Call Adfero Group at
202-333-4444 about
adding a button or feature
to your homepage to
promote your RSS Feed.

A

3.4 ADD/REMOVE ITEMS FROM YOUR RSS FEED

RSS is a format for syndicating content like news and media. e.Manager's RSS Feed feature will
automatically publish your selected press releases, video, or audio files to anyone who subscribes to
your website. A button on your web page will allow visitors to click and subscribe in order to receive the
RSS feature and you choose the content that will be published.

1. Click on “RSS Feed” under News & Media.

2. Click or unclick the boxes under Document Types, Media Types and Event Types to add or remove from your
RSS Feed.

3. Click the submit button when finished.
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40  EVENTS / ’%FO
GROUP

The "Events" area allows you to keep a calendar of important dates and schedules.

Added Events are stored in the "Events " area for easy access and organization. From here, you may choose to
publish events to the website, feature them as the main story on the News Center, save them for later use without
publishing them directly to the site, or delete them entirely.

}

\
2

4.1 ADDING/EDITING EVENT TYPES

it 1

Before an event can be added, it must have an event type to be filed under.

!II

il

1. Click the "Events" link from the e.Manager homepage.

= E
s
2. Click the "Add Event Type" link. | A
@ Emanager Admin - Events - Windows Internet Explorer L._]u:l_]m
5@’ T |§, M |+ [ X ::i_ive Search _'_}J [=]
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You should be at a page that looks like this: / ’

GROUP

/€ Emanager Admin - Add Event Type - Windows Internet Explorer L.JLI_:[_JE
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4. Type desired event type name in the "Event Type Name" area.
5. Type desired event type description in the "Event Type Description" area.

6. Click the "Submit" button when finished.
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4.2 ADDING/EDITING EVENTS / ’

GROUP
To add an Event:

1. Click the "Events" link from the e.Manager home page.

2. Click the "Add Event" link from the "Events Home" tool bar.

‘E Emanager Admin - Events - Windows Internet Explorer = m
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3. Fill out the "Add Event" form.
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4. Choose the desired event type from the "Event Type" drop down box.

>

5. Type desired start and end dates and times.

J

6. Type desired dateline and headline.

IIII‘
[

il

.
Ay

7. Type desired Administrative Headline (can be a shorter version of the headline used for easier organization within
the "Event Administration" area).

;
il

8. Type desired sub-headline if needed.

9. Type a brief summary of the Event.

10. Type in or paste text of the event in the "Full text" area.

La,

11. Select Issues that event relates to.

12. Add links to additional files or photos if needed.
13. Type in contact person for story, including name, number and email (optional).

14. Click the "Submit" button when finished.
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50  PHOTOS / ’%FO
GROUP

The "Photos" feature allows you to upload photos to your website.

The "Photo" area allows for easy access and organization of your uploaded photos. From here, you may choose to
add, edit, or delete a photo directory from the website.

5.1 ADDING/EDITING PHOTO ALBUMS =

}

In order to upload a photo to the website, a "Photo Directory" must first be created. All uploaded photos are stored
within a specific photo directory for easy organization. =5
To create/edit a Photo Album: [

|
]

1. Click the "Photos" link from the e.Manager homepage.

2. Click the "Add Album" link from the "Photos" homepage tool bar. | A
@ Emanager Admin - Photos - Windows Internet Explorer g@
::; M |§, M +2|| % [Live Search p |-
File Edit ‘ew Favorites Tools Help
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3. Type the desired photo directory name in the "Photo Album".
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/€ Emanager Admin - Add Album - Windows Internet Explorer
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4. Type a brief description of the photo directory in the "Photo Directory Description”.

5. Click "Submit" button when finished.

“**By selecting the “Hidden” box, your image album will not be visible to visitors of your site. “Hidden” images can be

used for various internal applications. ***
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A

Once a photo directory is created, new photos can then be uploaded and will be stored within the selected photo
directory.

5.2 ADDING/EDITING PHOTOS

GROUP

To add/edit photos:
1. Click the "Photos" link from the e.Manager homepage.

2. Click the "Add Photo" link from the "Photos" homepage tool bar.
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3. Fill out the "Add Photo" form. / ’

GROUP

€ Emanager Admin - Add Phote - Windows Internet Explorer L._JLI:I_]N
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4. Select a photo directory from the "Photo Directory" drop down box.
5. Type desired photo name.
6. Type a brief photo description.

7. Type name of the desired photo file for upload or choose file by clicking "Browse" button and then selecting the
desired file.

8. Click "Submit" button when finished.
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60  FILES / ’%FO
GROUP

The "File" feature allows you to add links to associate to existing files. Also, multimedia files in the "Files" area must
be uploaded to the "File" area before they can be added to the "Features" area. Files are not uploaded directly to the
website and the "File" area acts merely as a place to access and organize files that you may wish to link to existing
files or sections of the website.

Added Files are stored in the "File" area for easy access and organization. From here you may choose to submit, =

}

edit, or delete existing files.
6.1 CREATING/EDITING A FILE TYPE :;;
|

!II

Before a file can be added, a file type must be created.

1. Click on "File" link from the e.Manager homepage.

2. Click on "Add File Type" link from the "Files" homepage tool bar.

" ~]
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3. Fill out the "Add File Type" form.
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4. Type name of the file type (i.e. Word, PDF, efc.).

5. Type a description of the file type.

6. Type file type extension (i.e. doc, pdf, etc.) *** Please remove all periods***
7. Type icon name (optional).

8. Click "Submit" button when finished.
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6.2 ADDING/EDITING FILES

1. Click on "File" link from the e.Manager homepage.

2. Click on "Add File" link from the "File" homepage tool bar.

‘€ Emanager Admin - Add File - Windows Internet Explorer
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e mmer————

—— = T T _ - — a

3. Fill out the "Add File" form.

4. Select the file type from the "File Type" drop down box.
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. Amendmeant
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F [O7rade
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5. Type desired file name.
6. Type a file description.
7. Type name of the file to add or select it by clicking the "Browse" button and then selecting the desired file.

8. Click "Submit" button when finished.
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70  WEBFORMS / ’%FO
GROUP

This area allows you to add online polls to your website. Polls are stored in the "Poll Administration" area for easy
access and organization.

74 SETTING UP POLL
1. Click on the "Web Forms" link from the e.Manager homepage.

2. Click on "Add Poll" link from the "Features" homepage tool bar.

-
‘€ Emanager Admin - Add Poll - Windows Internet Explorer ’_._]@m
L) |+ [1i r 2=
5::. |g, Iil 4| XK [Live Search | yel
File Edit Wiew Favorites Tools Help ol a
— - = 5 ===
* aty [@Emanager Admin - Add Pall ] ‘ ﬁ’ - B —— @Eage = ..9;? Tools - =
[:] =\§‘E
9 August 2007 | Logout | Settings H
eManager Constituents  Mail Room  Casework Web Site Email List
Page Admin Issues News & Media Photos Web Forms
T —,
< Polls
Add Poll
Add Pall
Forms Poll Information

Administration

Eoll Name | |

Settings Poll Question | |

Create Form

Poll Answers Add Answer
e ul

‘v
<] | @

€ Internet H100%

3. Fill out the "Add Poll" form.
4. Type desired name of the poll
5. Type desired poll question.

6. Click the "Add Answer" button.
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€ Emanager Admin - Add Poll - Windows Internet Explorer
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Edit Poll ==:
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Administration

Foll Name |

Settings
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L —
SN

)

Create Form

Poll Answers

Edit Delete Answer
Edit Delats MNew Answer]
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/ € Internet F 100% v

7. Click "edit" to add an answer to the poll question (i.e. Yes/No, True/False).

8. Click "Update" button when finished.

8.0 ADVANCED MULTIMEDIA (Available Fall 2007)

The new multimedia sections allows for place in place videos and sharing of the embed code.

81  BEFORE YOU BEGIN
Before you can add multimedia to your website, you will need:

1.Either the embed code from a YouTube or other “social” media website OR a video encoded in the Adobe Flash
Video Format (.flv)

2.A screen shot uploaded to a hidden photo album. For assistance with taking a screenshot see Section 8.3.
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82  ABOUT MEDIA FILE THUMBNAILS: / ’%FO
GROUP

1.You must associate a thumbnail with the video. The thumbnail can be an uploaded photo (using the Photo
section under eManager), generic photo, OR you can take a screen shot of the “YouTube” video.

8.3 TO TAKE A SCREEN SHOT:

1.Go to http://youtube.com

2.Selectffind video, then click play on video.

3.Press the “CtrI” and “PrtSc” or “PrtPn” (at the same time). This will copy what the screen is currently displaying.

4. Under the Windows Start Menu: go to All Programs, then Accessories, and click Paint.
5.Under the Paint Program: Click on Edit, then Paste. Your screen shot should have pasted into the Paint body.

6.Under Paint: on the left side under the toolbox will see a dotted box. Click on the dotted box and box in the
Image of the Video.

7.0nce you have the Image boxed in, right-click and Select Copy.
8.Then go to file, New and open a New screen.

9.Using the mouse, drag the box to fit the white box currently in Paint. Make sure the dotted line box matches
the white box (background).

10.Click on Edit, then Paste.
11.The Picture should have completely covered the white box which was in the background.
12. Go to File, Save As and type in the File Name. Make sure the file saves as a JPEG.

13.You can save the file on your desktop or under My Documents.

8.4 UPLOAD A SCREENSHOT:

1.First you need to create a “Hidden Album”. (see section 8.5)

2.Click the Photos Tab under eManager.

3.Click the “Add Photo” tab on the right.

4 Select the Directory you want the photo to go to. (You should select the Hidden Album you created

earlier.)
5.Type in the Photo Name.
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6.Type in Photo Description.

7.Click the Browse button to browse for the photo on your desktop.
8.You should pick the photo you created earlier.

9.Then click “Submit” when completed.

10.Allow a couple of seconds for the photo to load completey.

8.5 CREATE A “HIDDEN ALBUM”:
1.Click the Photos Tab under eManager.

2.Click the “Add Album” tab on the right.

3.Type in the Album Name (ex. Screenshots for Videos) and Description, then check the hidden box and click submit.

4 After creating the album, click on “Add Photo”. Select the Album you just created for the directory. Type in Photo
Name and Description. Then Browse for photo. (This is the screenshot) Then click Submit.

5.Repeat Step #4 to upload all the photos (screenshots) in the “Hidden” Album you just created.

6.These photos will also appear in the Thumbnails section under the Add Media tab.

8.6 TO ADD A FILE TYPE:

1.Click on Files under eManager

2.Click on Add File Type on right.

3.Fill in Name, Description, and Extension.
4.Click Submit.

8.7 TO ADD A VIDEO (NOT YouTube):

1.Click on Files under eManager.
2.Click on Add Files on right.
3.Select “File Type” (.flv) must be a flash video.

4.You can add this file type by clicking on “Add File Type”. Fill out name, descripion and extension. (make sure
extension does not have a period in it). Click submit when finished.

5.Click on Add Files again.
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6.Fill in the Name, Description, and browse for the video.

7.Select any issues it relates to and click submit.

8.Click on the “Files” tab and it shoud have successfully downloaded.

9.Click on the News&Media tab. Click on Add Media.

10.Fill in the Headline, Summary, Date, Select a Thumbnail to associate with the picture.

11.The videos you uploaded will also appear in the “Local Video” Section on the right half of the page.
12.Select a Local Video.

13.Click the Submit button when finished.

8.8 TO ADD AN “YouTube” VIDEO:

1.Select the New&Media tab under eManager.
2.Click on Add Media. Fill in the Headline and Summary.
3.Select a thumbnail (screenshot of video, generic picture etc.)

4.0Open another tab in your internet browser and go to http://youtube.com and select video.

5. Copy the entire “Embed’code. (located under the URL on the right side of the video)
6.Paste “Embed” code in the External Video Box under “Add Media”.
7.To make your video autoplay just append "&autoplay=1" after the video ID so it looks like this:

<object width="425" height="350"><param name="movie" value="http://www.youtube.com/v/OdT9z-
JjtJk&autoplay=1"></param><embed src="http://www.youtube.com/v/0dT9z-JjtJk&autoplay=1" type="application/x-
shockwave-flash" width="425" height="350"></embed></object>

8.Click submit when completed.

9.Click the “F” button to feature the video which would put the video in the scrolling navigation. Click the “P” button to
publish the video which would go in the Archives.
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‘& Emanager Admin - Media - Mozilla Firefox

File Edit ‘iew History Bookmarks Tools  Help

«> €0

[-[») [

’ Getting Started E,' Latest Headlines “%~ Adfero M3
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Casework Mail Room Help

Documents

Multimedia Admin

Add Document

Document T -
Traes Date Thumbnail Headline Type
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Add Document
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Add Media

RSS Feed

Social Media

Done
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